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PURPOSE 

The Michigan Department of Health and Human Services (MDHHS) 
supports development of internship opportunities for students to 
meet academic degree requirements and/or to receive college 
credit if not an employee. Internships should be a meaningful 
experience for students, offering real-world exposure in their 
chosen field through selected projects. 

POLICY 

All internships must follow the procedures in this item.  

The supervising manager/mentor will be responsible for 
establishing the intern's duties, interacting with the academic 
institution concerning degree program regulations and performance 
concerns, scheduling of the intern, and any required reporting for 
the academic institution and MDHHS. 

PROCEDURE 

Health Services and Central Office Internships 

• Supervising managers/mentors utilize resources available on 
the health/medical services internships page to request an 
intern. Civil service posts a position description, created for the 
internship position, in NeoGov. 

• The hiring manager reviews applications posted in NeoGov, 
interviews candidates, decides who to hire and notifies Civil 
Service. 

• The hiring manager/mentor notifies the students of his/her 
selection, and then begins working with the selected student to 
arrange for a schedule and projects/work as necessary. 

• The hiring manager/mentor contacts Workforce Engagement 
and Transformation (WT) to determine if an affiliation 
agreement exists between MDHHS and the college/university 
the student is attending. To create a new agreement and get it 
signed, the hiring manager works with WT and the Bureau of 
Grants and Purchasing. 

• The student begins their experience at MDHHS, and the 
manager/mentor manages any student paperwork and 
college/university requirements. 

https://stateofmichigan.sharepoint.com/teams/insidedhhs/lifeandcareer/learningadvancement/Pages/Health-Medical_Services_Internships.aspx
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Human Services Internships 

• Supervising managers/mentors utilize resources available on 
the Office of Human Resources internship page to request an 
intern, or the student requests an internship with MDHHS by 
submitting their MDHHS-5484, Unpaid Internship Application. 

• Upon receipt of an application, the internship coordinator in the 
Office of Human Resources conducts the required background 
checks.  

• The internship coordinator notifies the supervisor/mentor in the 
local office to determine if they can accommodate an 
internship, and if yes, the supervisor/mentor schedules an 
interview, if applicable. 

• The supervisor/mentor notifies the student(s) and the 
internship coordinator of their selection(s), or if there is no 
placement. 

• The internship coordinator extends the conditional offer (drug 
test). 

• The internship coordinator notifies the supervisor/mentor of the 
result.  

• Upon receipt of a negative drug test, the supervisor/mentor 
works with the selected student(s) to arrange for a schedule 
and projects/work as necessary. Upon receipt of a positive 
drug test, the internship coordinator notifies the student and 
the supervisor/mentor and removes the student from the 
program. The intern also may be sanctioned from MDHHS 
employment. 

• The internship coordinator determines if an affiliation 
agreement exists between MDHHS and the college/university 
the student is attending. To create a new agreement and get it 
signed, the internship coordinator works with the Bureau of 
Grants and Purchasing. 

• The student begins their experience at MDHHS, and the 
supervisor/mentor manages any student paperwork and 
college/university requirements. 

• At the end of the internship, the supervisor/mentor will 
complete the DHHS 5485 Final Evaluation, of the student and 

https://stateofmichigan.sharepoint.com/teams/insidedhhs/lifeandcareer/learningadvancement/Pages/Health-Medical_Services_Internships.aspx
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provide a copy to the student and submit it to the internship 
coordinator in the Office of Human Resources. 

CONTACT 

For information about the internship programs, please contact:  

Health Services and Central Office Internships 

Tanya Green, Workforce Engagement and Transformation, 517-
284-4778, GreenT9@michigan.gov. 

Human Services Internships 

Kearstyn Meyers, Office of Human Resources, 517- 373-1815, 
MeyersK3@michigan.gov. 
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